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F I S C A L  O F F I C E  
GENERAL STATEMENT; 
The operations of the office have just about returned to normal now that 
we have moved back into our renovated quarters. For several months we had 
to carry on our work at the other end of the building in the Office of the 
Registrar. The lack of adequate facilities in those temporary quarters 
created many problems most notable of which was the problem of security. 
During our stay there, unfortunately, several checks and State TOP War­
rants were stolen from the Cashier's section. Because they were cashed by 
forged endorsements and altered I.D. Cards, there will probably be no fi­
nancial loss to the institution. After some delay, investigating author­
ities now believe that the case will soon be broken. 
It has been most embarrassing to all Fiscal Office personnel to have had 
to go through extensive questioning on the theory that certain ones of them 
were involved in the theft and forgery. Now that the true facts are begin­
ning to emerge, it appears that the theft involved "outsiders" only. 
The system being used now should prevent this type of theft from occurr­
ing again. TOP Warrants and notes are processed at the same time by person­
nel from the Financial Aid Office during registration. TOP Warrants and EOG 
checks must now be negotiated promptly or cancelled. 
We have had one major change of personnel during the year. Mrs. Sandra 
Davis replaced Mr. Murphy Crawford as Chief of Voucher Audit and Accounts 
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Payable. She was able to come in and. carry on this assignment in a credit­
able manner. There has been a notable improvement in this area but our ac­
counts are still not on a current basis. 
System Auditors have been quite critical of our poor record of collect­
ing student fees. We have drifted away from ova: past policy of insisting on 
payment of full entrance fees at the time of registration and prompt install­
ment payments. If proper fees are not assessed and collected, before entrance, 
it is almost impossible to collect them later. In addition, it must be made 
clear to the Registrar's Office that the name of no student should be entered 
upon the rolls of the institution without clearance from the Fiscal Office. 
The enormity of our bonded indebtedness makes it necessary that we pursue a 
rigid but sound course in the matter of fee collections in the future. The 
history of educational finance bears out the fact that students respect their 
school more when it insists that they meet their financial obligations promptly 
The financial plight of our major auxiliary enterprises has become worse. 
Our Director of Auxiliary Enterprises has spent the major portion of his time 
in trying to bolster the College Exchange but it will take several years to 
bring it out of the "red". Our athletic program is far too large for the in­
come generated by athletics. Consideration needs to be given to eliminating 
meal service in the Memorial Center and substituting short orders because we 
have not been able to attract the type of management needed. Tighter control 
needs to be exercised by personnel in charge of dormitories to see that all 
students who reside in dormitories pay their rent. In addition no one who 
is not enrolled in school should be permitted to live in a dormitory. The 
heads of our various auxiliary enterprises must exercise sound management 
policies if these enterprises are to succeed. 
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Again, I quote a paragraph from previous Annual Reports about a situation 
that has not improved over the past year: 
"We have been plagued with certain staff members and department heads 
making unauthorized purchases which cannot be paid for except through viola­
tion of existing fiscal regulations. This leads to outstanding bills of 
long duration. Another major problem has been the failure of departments to 
submit vouchers promptly for payment. This creates bad public relations and 
tends to destroy the good name of the institution. Several companies are on 
the verge of refusing to do business with Prairie View because of the dif­
ficulty in geeting paid. In our present situation, it would take the service 
of a full-time person to run down unpaid bills. The seriousness of this 
problem cannot be emphasized too much." 
ORGANIZATION 
The organization pattern of the Fiscal Office follows the basic plan 
which is generally recommended for institutions with enrollments of from 
2,500 to 5,000 students. The office is composed of four sections or divi­
sions with each section having a head who administers the section and is 
responsible for its operation. 
The four sections are as follows: 
I. Cashier (Bursar) Marvin C. Barnes, head 
II. Purchasing Walter W. Redd, head 
III. Voucher Audit and 
Payroll G. W. Kendrick, head 
IV. Accounting U. R. Bell, head 
PirYSICAL FACILITIES: 
We are pleased with the renovation and revised layout of the office. 
The new arrangement of the Cashier's section has eliminated the interfer­
ence with the work of the rest of the office and provides for the type of 
security needed. The separate quarters for Payroll and Purchasing facili­
tates the work of those sections. When the remainder of the repairs to 
the building are completed and old office furnitures is replaced, the 
general appearance of the office will be comparable to similar offices at 
other colleges. The changes up to this point have already improved the 
morale and efficiency of the staff. 
forth the reports and recommendations 
Respectlfully submitted, 
H. D. Murdoch 
Business Manager 
SECTION REPORTS: 
On the following pages are set 
from the four section heads. 
SECTION REPORT I - CASHIER 
SUBJECT: Annual Report of Cashier's Section 
TO: Business Manager 
Prairie View A & M College 
The follow is a report of activities of the Cashier's section for the 
fiscal year 1971-72. 
PERSONNEL: Miss Aria J. Woodard, section accountant; Kiss L. K. Barrett, 
section clerk; Mrs. Mary P. Decse, toller; Kiss Floydall Richards, taller. 
SECTION ACTIVITIES: The following is a summary of major activities performed 
in the section: 
a) Collected $3,223,522.40 in student fees during the fiscal year ending 
August 31, 1971, a decrease of $58,365.88 from fiscal year ending 
The decrease could be attributed, in part, to more students living 
off campus. 
b) Collected $10,708.62 in past due accounts for Prairie View's Credit 
Union during the fiscal year ending August 31, 1971. 
SPECIAL ACTIVITIES AND PROBLEMS: 
The following is a summary of special situations that served to place 
added burdens on the proper and orderly conduct of routine operations of 
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this section* 
a) With students paying fees up to and during final examinations, and 
: the switch to Social Security numbers, this section experienced 
/ \ 
August 31, 1970. 
extreme difficulties in trying to work up an accurate t 
list of fees. \ \ 
Part of the problem lies in the many errors that occured in the \ 
assessment of student fees. The fiscal office currently receives 
the rea assessment card that has been prepared ay the Registrar's 
Office from the student, writes a fee receipt and sends both the 
receipt and the assessment to Data Processing Center for processing. 
The end result, due mainly to errors, is that cany names appeared on 
the delinquent list that should not have and, thus, caused frustration 
among those who had paid and a place to hide for those who had not, 
b) This section continue to get a build up of student chocks. After 
each pay period soma AO to 50 checks are loft bohind. One reason 
for this is that the students have bills that exceeds the amount of 
the checks. However, many checks are left behind for reasons unknown 
to us. 
c) The tremendous amount of indebtedness)owed by students hampers us 
when it comas time to pay the students off. Not only does it take 
a lot of time to check each student out, it also takes time to write 
a receipt for the ones who owe. Were it not for these indebtedness, 
we could easily issue student checks in one day. 
d) Unlike several years ago when all students paid the same fee, it has 
become absolutely necessary that better attention be given to the 
assessment of student fees. Audits have revealed that many students 
do not pay the proper amount In tuition, room rent, and laboratory 
fees. These are the fees that varies and desperate steps are needed 
in order to get a correct assessment. A clear assessment should be 
sent directly to Data Processing from the Registrar's offico in order 
to offer a check and balance between the assessor and the collector, 
also the student who could alter hio assessment on his way to the 
Piscal office. 
la tha case of tuition, constant changes would have to be sent to 
Data Processing Center during the firot twelve days of classes in 
that students are adding and dropping courses during this time. 
Changes would also have to be sent for those who withdrew. 
RECOMKEfOAT IORS: 
In the interest and need for improving this section's operations, the 
following recommendations are submitted for consideration: 
a) That deferments last no longer than 45 days. It has been noted 
that many students who entered school on deferment had not paid 
any fees as late as the final week of school. 
b) That necessary steps be taken to have a uniform system of recording 
tho student's name and social security nuabar on all vital records. 
Ue understand that this is in process and will bo operating come 
September, 1972. 
c) That payment of student fees be reduced from tho optional 3 installments 
to 2 with tho last payment due not later than 45 days after classes 
begin. This will, hopefully, give us ample time to work up an 
accurate delinquent bill Hot. 
d) That student checks be issued without holding them for unpaid bills. 
This will enable us to accomplish several things: 1. Ue would be 
able to issue student checks in one day, 2. Ue would likely not have 
tho build up of 40 to 50 checks that are currently left behind each 
/ month, 3. Ue would create a better relationship with the students, 
4. This will help give the student a sease of responsibility. 
o) That the Registrar's office hold up all credits of any student who 
owes the college. This step would be necessary In order to prevent 
an even greater build up of student indebtedness, especially since 
tha student checks will no longer be held. 
That tho cashier's windows bo closod on Saturday's, except during 
Registration. 
SECTION REPORT II - PURCHASING 
Subject: Annual Report of Purchasing Activities 
To: Mr. H.D. Murdock, Business Manager 
Prairie View A&M College 
Prairie View, Texas 77445 
The following is a report of activities and observations 
of the Purchasing Section for the 1971-72 school year. 
Personnel: There was one change with reference to full 
time personnel during this period. Mrs. Patsy Marburger, 
Clerk II, resigned for maternity reasons, effective March 21, 
1972. She was replaced by Mrs. Lillie Ross. Mrs. Ross rec-
oivcd her training for the position through our 24anpower pro­
gram on campus. 
The part time student assistant position was filled by Mr. 
Roland F. Leno, Jr. Until the close of the pay period ending 
March 20, 1972. Mr. Leno terminated his employment for personal 
reasons, and a replacement for him is not expected until the sum­
mer. 
Two students enrolled in the Business Administration Depart­
ment were assigned to this section to augment their instruction 
in office procedures. They proved to be valuable adjuncts to 
operation of this section. 
Activities: Routine activites of order processing, bid 
solicitations, assistance in voucher processings, handling freight 
natters, maintenance of equipment, and emergency issuance of sup­
plies all seemed to indicate increased activity on the campus in 
purchasing activities. Delivery of supplies and equipment to the 
campus from vendors was extremely slow. Some observations concluded 
this situation to be directly influenced by controls imposed with 
executive orders issued by the President of the United States, effec­
tive last August. 
Receipts from Coca-Cola concession sales totaled $16,421.63 
from last report to date. Receipts from Apartment Washer conces­
sion totaled $2,332.84 for the same period. 
Departmental transfers in the amount of $7, 367.36 have been 
processed as reimbursent to the Fiscal Department for emergency 
issues of supplies to departments from this office's storeroom 
from last report to date. 
Special Situations: The following is a summary of situations 
and activities which have demanded special attention and which tend 
to disrupt the orderly conduct of business. 
Departments are not maintaining adequate and orderly files 
of purchase documents and similar records that would reflect the 
status of their budgetary accounts. Resultingly, they are not 
able to give accurate account of goods and services received in 
their departments. Similarly, this lack of accounting results 
in their receiving and disposing of goods delivered to them in 
error, and complicates the procedure for effecting prompt pay­
ment to vendors who effect deliveries to the campus. From in-
vestagations and inspections conducted by this office, the mat­
ters of accurate physical accounting underline the college's 
problem of excessive past due accounts with vendors who serve us. 
Too many persons who have no fdrmal budgetary account con­
trol or responsibility are obligating charges against college 
accounts without specific and effective clearance to do so. This 
situation is particularly evident in the contracting for "other­
wise" official printing services at A&M Press, Sealy News, and 
Hempstead printers. 
The operation of effecting prompt delivery of bulky goods 
received at the college's warehouse is a growing problem. The 
department charged with the responsibility of effecting deliver­
ies complains that the many other jobs assigned to its working 
crew as well as lack of adequate hauling vehicles make a regular 
incoming freight distribution schedule impossible. 
Professional Development: The Purchasing Agent attended 
the Texas-Oklahoma-Arkansas regional meeting of National Assoc­
iation of Educational Buyers at Hot Springs, Arkansas. He also 
attended the national meeting of N.A.E.B. at Philadelphia, Pa. 
General and workshop sessions at both of these meetings encom­
passed discussion topics in purchasing and related areas that 
provided invaluable insights toward solutions to problems being 
experienced in purchasing activities at this college. A most 
valuable adjunct to these meetings is the opportunity afforded 
to engage in "out-of-session" and informal conversations with 
attending members. These informal conversations allow mutual 
exchange of problem and solution discussions uninhibited by 
formal session topic and time limitations. 
Physical Arrangement: During the period 6f this report, 
the Purchasing Section was relocated into separate and more 
spacious quarters. The new arrangement has provided an ease 
in the conduct of business. The overall space situation is 
still somewhat of a problem with respect to general supplies 
and record storage areas. 
The physical separation of purchasing from voucher audit 
has created a situation of increased effort for coordination. 
The transfer of purchase orders between the two sections has 
affected the orderly flow of vouchers supported by purchase 
orders. This is particularly so in case of multiple orders 
issued under one requisition number. Similarly, it has evid­
enced a need for more coordination between the Purchasing Agent 
and Voucher audit clerk than between that clerk and the account­
ant she is supervised by. 
Recommendations: 
1. That annual faculty orientation sessions be expanded to 
include workshop sessions on purchasing and other fiscal mat­
ters as may be appropriate. The sessions would be required for 
budgetary heads, clerks, and any other departmental personnel 
with responsibilities for fiscal matters. 
2. That consideration be given to specific designation of per­
sonnel and vehicle for assignment on a daily schedule basis to 
effect delivery of incoming freight to departments on campus. The 
same personnel would be assigned daily and would perform under 
direct supervision of the Purchasing Agent until tasks are com­
pleted. 
3. That consideration be given to physically locating the 
voucher audit clerk in the Purchasing office under supervision 
of the Purchasing Agent. All conditions for making the voucher 
ready for final processing could be met, including attachment of 
spot and emergency statements, before the voucher is received by 
an accountant for funding and other final processing steps. When 
properly effected, all vouchers would flow in one direction until 
processing is completed. Under our present set-up there is con­
siderable back and forth flow in the processing channel, with 
some duplication of the processing effort. 
4. That in any plan which may include filling or adding job 
positions in our overall set-up, consideration be given to assign­
ment of the detail of accounts payable operations to a specific 
clerk, with particular attention to correspondence and follow-
ups on problem accounts. It would be my recommendation that 
should Mrs. Patsy Marburger seek re-employment at the college, she 
be considered for this assignment in connection with other duties. 
SECTION REPORT III - VOUCHER AUDIT AND PAYROLLS 
PRAIRIE VIEW A. AND M. COLLEGE 
Prairie View, Texas 
May 19, 1972 
SUBJECT: Audit Section Report for the Fiscal Year 1971-72 
TO: The Business Manager 
FROM: G. W. Kendrick, Section Head 
The major functions of the Audit Section are outlined below: 
1. Auditing all vouchers 
2. Signing and Funding of all vouchers processed for 
payment. ' 
3. Preparation of the General Salary and the Employees 
monthly Local payrolls 
4. Auditing the Bi-weekly, Student Hourly and College 
Work-Study Payrolls 
5- Prepare and submit the following monthly and quarterly 
reports: 
a. Withholding tax report 
b. Social Security report 
. c. Teacher Retirement report 
d. Group Life, Group Hospitalization, Group 
Disability, Group AD&D Insurance reports 
e. Tax Sheltered Annuity reports 
f. Bond Deduction and Purchase program 
g. Census Report 
h. National Science Foundation Reports 
•i. Special reports 
j. Workmen's Compensation 
k. Optional Retirement Report 
* * 
1. Unemployment Compensation Report 
Since September 1, 1971 the section has processed 12,955 vouchers, 
17,573 payroll checks and h80 travel vouchers. 
The work of the section has been performed by Mrs. Sandra Davis, 
Accountant, Mrs. Doris Williams, Accounting Assistant, Mrs. Sudie 
Williams, Clerk II, Mrs. Sharon Chirm, Payroll Clerk, Miss Velma A. 
Nickins, Clerk I, Mars. Carolyn Moreland, Clerk Typist. 
Mrs. Davis started working in the section the first of September, 
1971 and has been doing a very good job. She has learned the overall 
operation of the section very well. Mrs. Davis works well with others 
and directs the work of those under her supervision quite well. Mrs. 
Davis is an asset to the section and the office. 
Mrs. Sharon Chinn is a new employee in.the payroll office and is 
doing satisfactory work. 
The section hn s maintained a level flow of work with reports and 
payrolls being processed on time. 
We are still experiencing some difficulty in clearing some of our 
outstanding invoices due to failure of department heads to folia-/ correct 
purchasing procedures. 
Each of the employees in the section have performed their work sat­
isfactory and I recommend a merit salary increase for each employee. 
SECTION REPORT IV - ACCOUNTING 
ACCOUNTING 
The accounting section has a staff consisting of one Accountant II, 
one Accountant I, two Accounting Assistants, two Clerk I's and three 
Student Assistants. All positions are filled. Since last year we have had 
an almost fifty per cent turnover in personnel. Considerable amount of 
time and effort has "been spent training new personnel. This left little time 
for anything other than regular routine work. 
The accounting section obtains original source data from the various 
departments on the campus as well as the other sections within the fiscal 
department. This data is classified and coded then sent to the Data Pro­
cessing Center. From this data, Data Processing prepares posting summaries, 
statements and the monthly reports. 
The balances on these statements and reports reflect only the data 
that has been processed. This does not necessarily include all vouchers and 
orders sent to the fiscal office for processing but only the ones that have 
been checked by the other sections of the fiscal office and processed by the 
accounting section. Therefore it is necessary that departments keep track 
of their own balances in order to have a true picture of their accounts. 
In addition this section prepares the local vendor checks, reconcili­
ations, miscellaneous reports, inventory, and assists with budget prepara­
tions. 
STATISTICAL SUMMARY 
We have processed over 2,815 state appropriation vouchers and over 
10,564 local vouchers with expenditures totaling over $13 million dollars. 
So far this year we have made financial reports on the following: 
Interim - (l) 
( 2 )  
(3) 
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2 Reading Institutes 
1 Cooperative Arrangements Grant 
1 Student Special Service 
1 Community Action Programs 
1 Teacher Corp - In-Service 
1 Teacher Corp - Intervening Summer 
k Rational Science Foundation 
1 Veterans Junior College 
Counseling Institute 
1 School Desegregation Institute 
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